12/26/22, 2:18 PM Gmail - Job application for the post of "Office Assistant" 


vi G ma il jobs Wbproject <jobswbproject@gmail.com> 


Job application for the post of "Office Assistant" 
1 message 


Masood Ahmed <masood.ahmed50@yahoo.com> Mon, Dec 26, 2022 at 2:16 PM 


To: "jobswbproject@gmail.com" <jobswbproject@gmail.com> 


Greetings, Sir 
I'm writing to you to express my interest in the project being supported by the World Bank for office assistant role. 


| have more than four years of experience working in a similar position and consider myself to be a highly organized, 
dependable professional. | have great Microsoft Office Suite abilities, exemplary computer literacy, and extensive 
experience of office administration and supply management. 


| can multitask successfully and efficiently and am at ease working in a fast-paced workplace. Additionally, | am able 
to work on my own or with a group of people. | have a creative problem-solving approach and a track record of 
success in handling challenging administrative problems. | have strong verbal and written interpersonal 
communication abilities, and I'm accustomed to adhering to strict deadlines. 


| am positive that my education, training, and work history make me a strong candidate for the role of office assistant, 


and | am eager to contribute my knowledge to the World Bank-funded project. 


I've included my resume for your consideration, and I'm available for an interview whenever it would be convenient for 


you. | appreciate your time. 
Sincerely, 


Masood Ahmed 


2 CV (Entire Profile).pdf 
488K 
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E curopass 
Masood Ahmed 


Nationality: Pakistani Date of birth: 16/09/2000 Gender: Male 
Laa Phone number: (+92) 3352674230 


M@ Email address: Masood.ahmed50@yahoo.com 


© Whatsapp Messenger: 03352674230 


A Linkedin: https://www.linkedin.com/in/masood-ahmed-7682b2a1 


f Facebook: https://www.facebook.com/MasoodkeProfile 
Ọ Home: Punjab Colony, District South,, Karachi (Pakistan) 


ABOUT ME 


| studied economics, political science, sociology, and information technology. | am alumnus of the English Access 
Micro-Scholarship Program and the PUAN (Pakistan U.S. Alumni Network) Sukkur Chapter. | was elected as the 
chapter's youth group director and a member of the PUAN NEC (National Executive Committee) for the years 
2022-2024. In addition to all of this, | work on a number of community service initiatives, manage a project for 
youth issues, and handle various administrative tasks. 


WORK EXPERIENCE 


Youth Group Director (Remote) 
PUAN (Pakistan U.S Alumni Network) Sukkur Chapter [ 12/01/2021 - Current ] 


Data Entry Operator / Computer Operator (Contingent) 
Karachi Mobility Project, Sindh Mass Transit Authority, Transport & Mass Transit Department, Gos [ 
04/01/2022 - Current ] 


Community Health Supervisor (CHS) / Data Analyst 
Sindh Rural Support Organization (SRSO) [ 14/08/2021 - 27/12/2021 ] 


Marketing Manager 
MAB Lubricants (Sole Distribution of Shell Pakistan) [ 31/07/2020 - 29/07/2021 ] 


Sales Promotion Officer 
MAB Lubricants (Sole Distribution of Shell Pakistan) [ 07/01/2020 - 29/07/2020 ] 


Sales Manager 
Electronic Store [ 04/01/2018 - 30/12/2019 ] 


EDUCATION AND TRAINING 


Masters in Economics (M.A) 
Shah Abdul Latif University [ Current ] 


Bachelor's of Arts ( Political Science, Sociology & Economics) 
Shah Abdul Latif University, Khairpur 


Diploma in Information Technology (D.I.T) 
Sindh Board of Technical Education, Karachi 


Diploma of Associate Engineering (D.A.E) Electrical 
Sindh Board of Technical Education, Karachi 


Intermediate Pre-Engineering (HSC-II) 
Board of Intermediate & Secondary Education, Larkana 


MANAGEMENT AND LEADERSHIP SKILLS 

Organizational skills 

Gained as the organizer of workshops and sessions under the umbrella of ICY. 
Management skills 

Gained this during the job at Green Land. Managed finance and day to day flow of work. 


Leadership skills 


| gained these during the volunteer work and while organizing sessions, | learned how to hold the whole team 
together through every thick and thin. 


COMMUNICATION AND INTERPERSONAL SKILLS 

Effective Communication 

Gained through volunteer work and joining different organizations. 

Written and oral skills 

Gained through reading and writing in different blogs and for freelancing.. 

Persuasive Skills 

This skill | gained during my job experiences, how to satisfy the customers and how to increase the sale. 


DIGITAL SKILLS 


Microsoft Office (Excel, Power Point, Word, Outlook) / Google (Google Meet, Google Docs, Google Classroom, 
Google Forms, Google Drive, Google Slide) / Project Management Software's (Meister Task, Basecamp, Nifty, 
Teamwork Projects) / Marketing automation / Email communication / Data Gathering, Data Processing, Data 
Visualization, Data Analysis / Social Media Management & Promotion (LinkedIn, Facebook, Twitter, Instagram, 
YouTube) / Computer Hardware Troubleshooting / Virus and other malware removal 


LANGUAGE SKILLS 

Mother tongue(s): Sindhi 

Other language(s): English | Urdu | Siraiki 

HOBBIES AND INTERESTS 

Writing 

Passion for Poetry and Short Stories, also articles and blogs. 


Research 


Exploring new things, related to history and mysterious events. 


Reading 


Includes Literature, Novels, History and Autobiographies. 


Sports 


Basketball, Table Tennis and gym freak. 


NETWORKS AND MEMBERSHIPS 


Pakistan US Alumni Network (PUAN) 

School of Leadership Karachi 

| Care for Youth (ICY) 

Royels Entrepreneurs (RE) Sukkur 

Voice of New Generations (VNG) Sukkur 
IEEE UET Lahore 

Online Professional English Network (OPEN) 
Youth International Conclave 

Vortex Pure Leadership (Pvt) 

Empower Women Media 

Kennedy-Lugar Youth Exchange and Study KL-Yes 
Evolution Pakistan 


Innovation & Entrepreneurship Society (IES) MUET 


Character Building Society (CBS) MUET 


CERTIFICATIONS 


Certificate of Implementation in "The 19th Young Leaders Conference" by School of Leadership 
(SOL) 


Certificate of Completion of "English Access Microscholarship Program (EAMP)" by U.S Embassy 
Islamabad 


Certificate of Completion of "Financial Literacy Training Program" by (NFLP-Y) 
Certificate of Completion of "Complete Beginners Course to Master Microsoft Excel" by Eduonix 
Certificate of Completion of "Quick and Easy Guide to Microsoft Word" by Eduonix 


Certificate of Completion of "LIVE WHAT YOU BELIEVE: Human Rights & Religious Freedom 
eCourse" by Empower Women Media 


Certificate of Appreciation in "Annual Youth Convention & Youth Icon Award 2017" by ICY (I Care 
for Youth) 


Certificate of Appreciation by "PUAN Leadership on 2nd PUAN REUNION" 
Certificate of Appreciation by "The Youth Youngistan Conference 2.0" 


Certificate of Appreciation as "Star Sales Promotion Officer (SPO) of the Month of Feb-2021" by 
MAB Lubricants 


Certificate of Participation in "Jacobabad Educational Camp" by Youth Exchange and Study (YES) 
Certificate of Participation by "Pakistan Legends Conference (PLC)" 


Certificate of Participation in "The Crafting Success webinar in Soft Skills Summit 2021" by IEEE 
UET, Lahore 


Certificate of Participation in "The Professional Development webinar in Soft Skills Summit 
2021" by IEEE UET, Lahore 


Certificate of Participation in "The Role of Entrepreneurship & Leadership in Promoting 
Innovation & Technology on YIC Leadership & Entrepreneurship Summit 2021" by Youth 
International Conclave 


Certificate of Participation in "Critical Thinking in English language Teaching" by South Asian 
Regional Online Conference 


Certificate of Attending the "OPEN Virtual Conference 2021" by Regional English Language 
Office(RELO) at the U.S Embassy Islamabad 


Certificate of Attending "The Story of Six Slick Screens and How they Stir Up Schooling" at the 
OPEN Virtual Conference 2021 by Regional English Language Office(RELO) at the U.S Embassy 
Islamabad 


Certificate of Attending the "Universal Design and Learning" at the OPEN Virtual Conference 
2021 by Regional English Language Office(RELO) at the U.S Embassy Islamabad 


Certificate of Attending "Engaging Learners Using Grammar Practice Activities in Virtual 
Classroom" at the OPEN Virtual Conference 2021 by Regional English Language Office(RELO) at 
the U.S Embassy Islamabad 


Certificate of Attending the "Soft Skills for Becoming Effective Educator" at the OPEN Virtual 
Conference 2021 by Regional English Language Office(RELO) at the U.S Embassy Islamabad 


